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Query Download Instructions

1. From the PeopleSoft Menu, select Reporting Tools > Query > Query Viewer link:
PeopleSoft. i

FPersonalize Content | Layout

Menu =%

Search:

| |®
[+ My Favorites

[ Projects

[» Accounts Payable

[ Commitment Control

[» General Ledger

[> Allocations

[» Set Up FinancialsiSupply Chain
[> WWorklist

[> Tree Manager

= Reporting Tools

- Query

Qe Wiewe,
[ PSinvision ill'

— Report Manager

Select the query to be run and click on the ‘Query Download’ hyperlink

Gluery Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.
*Search By: T
Search I Advanced Search

MDE_GLO1

Search Results

“Folder View: | -- All Folders -- hd

Query Hame

Customize | Find First E 10f 1 L ast
Description Owner Folder Runto HTML RuntoExcel Schedule Addto Favorites Query Download
MDS_GLO1 Itemized Transaction Register Fuhlic

Runto HTML Runto Excel Schedule Add to Favorites

Query DDWﬂlDad

3. You will be prompted for a Run Control ID. If you have already created one for this query,
select the ‘Find Existing Value’ tab, otherwise:

e select the ‘Add a New Value' tab

e assign a Run Control ID name (no spaces allowed)

e select the ‘Add’ button
Query Download

J_Eind an Existing Yalue | Add a New Value |

Run Control ID:[ND5_GLO1 |

Add
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4. If prompted for parameters, fill in the prompts.

NDS_GLO1

Business Unit: || Q

From Date: [&)

To Date: [#]
ok | cance |

5. If the ‘Run Batch’ and ‘Run Online’ buttons are not available for selection, select the ‘RESET’

button to delete the file that was created the last time you ran the query.

Fepod Manager Process Monitor |
Fefresh

SAVE | HESET@

6. If the query will return a large file, select the ‘Run Batch’ button. If it is a small query, select

the ‘Run Online’ button.

[ Query Download

H ifthe gquerwill return a large file,
QUEI’Y Download File selectthe Run Batch button \-"‘“L
Run Control ID:  MD_GLOY ReportManager Process Monitgr 4" Eat{fg
the Refresh button checks to see ifthe output file has been created and will make

the SAVE and REFRESH buttons available for selection when the output file is ready
to download. This only pertains to queries run in batch mode. T Refresh

Query Name:
‘ Run Online| | |
if the query will return a small ﬂle/
zelect the Run Online button
*Description:
NDS GLO1 | select the SAVE button to Open or
= Save the file to your computer

the RESET button deletes the file
Lpdate Parameters

Query Bind Name  |Prompt Yalue
BUSINESS_UNIT 10100 |

FROM_DATE | 2008-02-01 |

TO_DATE | 2006-02-08 |

0K Cancel | Apply -—— applyyour changes to the current query
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7. Run Online: The query creates a .CSV file. When the query has completed, the ‘Run Online’
and ‘Run Batch’ buttons will be grayed out and the ‘Save’ button will be available for

selection. Select ‘SAVE’ and you will be prompted to Open or Save to your computer.

8. Run Batch: When you select this button, you will be prompted to complete the Process

Scheduler Request. Check the appropriate box and select ‘OK’.

Process Scheduler Request

User ID: CLANGE@MND. GOV Run Control ID: ND_GLO1

Server Nare: FENT * | Run Date: 02/06i2006 E]
Recurrence: Run Time: 10:32: 2680 Resetto Current DaterTime |

Time Zone: |:|Q

Process List

Select Description Process Name Process Type Type *Format Distribution
NDS_ORYDLOAD NDS_QRYDLOAD  Application Engine Dislribution

0K Cancel

e You will be taken back to the screen in #5 above. Click on the ‘Refresh’ button
until the ‘SAVE’ and ‘RESET’ buttons are available to select.
e Select the ‘SAVE’ button and you will be prompted to Open or Save the CSV file to

your computer.

[ QueryDownload
Query Download File

Run Control ID:  ~D_GLOY EeportManager Process Monitor
Query Hame:
MDS_L0 Search SAVE m| RESET |
*Description:
MDS_L0

Update Parameters
GQuery Bind Hame Prompt Value
BUSINESS_UNIT (10100 |

FROM_DATE |2008-02-01 |

TO_DATE |2006-02-08 |

B Save £ Return to Search |
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NOTE: Your Internet Explorer may have blocked the file from being downloaded to your
pc. If this happens:

23 Query Viewer - Microsoft Internet Explorer,

File Edit ‘Wiew Favorites Tools Help

@Back - J @ @ \_h pSearch ‘i:( Favorites @ D/,;{v “*_\ﬁ‘ = J E| ﬁ %

Address @ https:f funsn, connectnd. us/psp/ndrpS8/EMPLOYEE/MDFYS4) o/ QUERY _MANAGER. QUERY_VWIEWER. GEL

== Tohelp protect your security, Internet Explarer blocked this site from downloading files ko your computer, Click here For options. ..
o nd.gov|Official Portal for
N Orth Da Ota North Dakota State Government

2006.02.06

e Click on the message then ‘Download File ...” on the drop down menu.
e You will be taken back to the Query Viewer page.

e Type in the query name you were working with, then the ‘Query Download’
hyperlink.

o Select the ‘SAVE’ button and you will be prompted to Open or Save the CSV file to
your computer.

e Internet Explorer should now allow the file downloaded.



